
 

 
Tuckshop Coordinator 
Position Description 

Position Title: Tuckshop Coordinator 
Employment: Permanent 
Award: Educational Services (Schools) General Staff Award 2020 
Classification: Level 3 (School operational services - grade 3) 
Commencement Date: By negotiation 
Full-time/Part-time: Part-time (38 hours/week) 
Weeks worked per year: 40 weeks (term-time)  
Reports to: Business Manager 
Direct reports: NA 

 

CCC Commitment 
Cooloola Christian College is committed to providing a child safe environment where students feel, 
and are, safe. The College maintains a zero tolerance for child abuse. Every person involved in the 
College has a responsibility to understand the important and specific role they play, both individually 
and collectively, to ensure that the wellbeing and safety of all students is at the forefront of every 
decision they make. 

 
Position Objective 
To oversee the operations of the Tuckshop including the preparation, ordering, monitoring and sale 
of food and drink for the College community ensuring profitability, quality, healthy menu and 
friendly service.  

 
Qualifications, Skills and Knowledge 

• Previous catering experience essential 
• Hold a current ‘Blue Care’ from the Commission for Children and Young People for the 

purposes of child-related employment; 
• Must hold a ‘Food Safety Supervisors Certificate’.  

 
Key Responsibilities  
GENERAL 

Plan, organise and monitor the day-to-day operations of the CCC Tuckshop, including: 

• Provide efficient and professional service to staff, parents and students; 
• Prepare food in accordance with approved menus, food safety standards and hygiene 

requirements; 
• Process and manage online orders using the FlexiSchools system; 
• Develop and implement menus in accordance with approved Healthy Food Guidelines and 

Senior Leadership Team (SLT) direction; 
• Manage ordering, purchasing, stock control, and conduct regular stocktakes; 
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• Ensure compliance with all food safety, hygiene, and handling standards to prevent 
contamination and spoilage; 

• Ensure allergen awareness and safe food handling practices are implemented and 
communicated; 

• Adhere to all cash handling, banking, and financial procedures as directed by the Finance 
Department; 

• Maintain accurate records for stock, financial transactions, and food safety compliance; 
• Ensure daily cleaning and sanitation of the tuckshop in accordance with hygiene standards; 
• Maintain security of the tuckshop, including cash, keys, and alarm systems; 
• Promote and maintain a safe working environment, ensuring the health, safety, and welfare 

of staff, students, and volunteers; 
• Implement and adhere to all tuckshop and College policies and procedures; 
• Supervise, support, and provide training to volunteers, fostering a positive and collaborative 

work environment; 
• Develop marketing strategies to promote sales and specials utilising VIVI, newsletter, printed 

material and social media. 
• Additional duties as directed by the Principal. 

 
WORKPLACE HEALTH & SAFETY 

• Comply with the WHS policy, safe work procedures, instructions and rules 
• Attend WHS information, instruction and training opportunities, as provided, and apply 

learning; 

 


